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~ tions within the B
1 momsn, © veevatuats [ NN 26X1A

Mvigion with a View toward determining L

a. The sopropriate location 9rgmiﬁatiam11y for the most goonomic
efficient perfoermance of essential Dudget and FMsoal {unctions,

b. The number of personnel estimated to be required for the perio

of sueh funoitions.

2, FACTS BLARTUC O THE PROBLEM.

25X1A

25X1A9%9a

25X1A9a
25X1A

1ts relation to the headuarters branches and f4eld atations of the
Yvigions, to projects operated by the Mvision, to present budpet
and fisoal prosedires, and to an analyels of the work factors of the

b, Thchrical aid and advice was giwen the ¥ansgement Office in the ziaking
¢t onstyes vy NN« the Tchnicel iceolsting staft
ot the Comptrotterta orgice and NN o Finoance Dtvisions

c. ne I - nas a stalf of -rvgzm' 25X9

‘ asslimed enpluyesss ‘the Section has scewmilated a total of 110 hours

of overtime for the monihs of June, July, and August 1953, FOWeWT,
Juring this same period arployees were BWRY from their ﬁszt?,ca a total

et By (&,\'\
of 267 hours on either aick or mnual leave. - Ee,

e s
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2EX1A de uragraph 2¢ of :34/014 Bulletin| I deated 15 september 1952,
25X1A vtated that, I 1] be responstbtle for the

accommlishment of all actions necossary od budget and fisance matiers
in mawport of pergonoed and sctivities within the ‘B4 Hvialon's Tes
spousiblll by to inclade:

{1} vay and silowances

12, Time and abtendance

‘37 Sudpet sllotmenta

Ly aligation feports apd Hacords

{53 radeot estimates

{4y rawl orders

{7) egusst for advances

(0} leimbarsessnt Vouchors

{} eview of fleld accountings
{10} 'dseellanecun finance and travel services

g, silotment ledpers whoreln individusl obligations can te ligquidated
ave maintaineds The Seolion has already installed the Hew illotment
25X1A conteel fecords as presorilod in [ aated 3¢ duse 1953,
25X1A 1o e o 2 oviovsly surveyed and a vew

APt rendered donder date of 2 July 1953, ‘Most of the recommendations
surrosted in this previous roport have besn installed, ‘hese inddudi
{1; Centralising the mamﬁing of all F1 projecte in the N

25X1C4a <) routing of Request for [EEEENENGEGEGGNGN

~oclion.
i3} Certification of avallabillty of funds iy the JHvislon Dudget

aad Fiscel Ufficer rather than by Floance Jivigion vm:% ng
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) ore realistic aaf:i‘g;:as of obligations portaining t0 transpore
tation of hougehold poods, personal effecis, anl/or autorcbileas
I5 Louting of Trawl Youchers {iorm oe 33wiZ).
(6} souting of fceounting by Individasl for idvance {Form Yo, 5],
{7} louting of cables pertaining to an authorization o expend funds.
chs douting of memoranduss asthorizing overseas lanpuape ftraining
Tor ileld station personnel,
{9) Change in internal =eil procedare of the Section.
{30) sse of iield station Swmary jocountings aa posting Jdocumenta,
oo HAdlhiough 0o Aingtructions have been recelved by the Seetion as to what
tpoa of records oeed to o malntalned within the Xvision relative
to eontrol of funds sllotted o wgletics Ufflce, C74 for DB and 0925X1A
classes of Dagulpment and Sapplies, the Chdef of
I - ocrve izt the 5% 1A
I - 1L continue to keep Allotmant Control lecords 29%IA
o5 funds allotted to the Hivision on all projecis ani the (NG
B O ncintain e abrple memorandun vecord on the "aathority
to withdraw cquipment andfor Supplies” on all spproved rrojectss
iz is the swe procedure as was reccmmended in previous report gube
=i tted on [ G 5ivisions dated L Jepterber
1953
3. WBCUESTON,
as © zetual reccard of work loads wap avallsble in the Seetion. Tha
foiloving estimate, however, wes made by Chiel of the Section as fo

the apporitiormunt of time of hs personnel dwing a month,

'} "
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Ao of hork Load Hours per month
Preparing reports 25X9
paparing field subeallotments

Ipdeey pootings

fzproval of Iunds

Tabies prepared

Sables and :M.spatches routed through Seetion

for concurrenca

Conferences and meetings

tuiget Treparation

Yoviow of proposad regulatory 1ssuances

fgent daty stetus reports prepared and reviewed
“aintainance of Taxi fund
Ureparing of Wawl vouchers

Preparing travel oftders

“paparing fequest for Advances

Jpaparing snd reviewing claims

“alntenance of Time & Attendance leports
Hetributing pay checks
I
cwview of projlects fﬁr tdministrative Tlane

25X1C4a

rpepayaiion of Immburwmam Youchers

“ainbensnos of panding file on termination dates
of contracts and malntenance of correspondencs
control on finance natters

“igeellanenus {review of wvouchers, IDY runs,

12atson, cstimating oblipations, training, etes)

Approved For Release 2001/07/28 : cm-»ﬁ? 718A001000320055-7

Sacurity Mormation



SECRET

Approved For Release 2001/07I%qﬂ’mm-04718A0010003‘20055-7 25X9

be L is moted thal en egtimated forty bours per month is dewoted to
Pyipel prearation”s  The (B4 Xvision bas & total annual budcet of
soproxiiely [ - « «>+ou-25X1A1a
- 25X9A2 :smmz::-;m@ze on dubty within the headquarisrs sand owrsess ste-

wos of e aviston. [N -

25x0A2 | - I - -+ "o X1
on dae Iollowing allotments:
“ngdguartors vouchered
Ladgquariers wvoaghersd
<xpongs accounts
25X1C10b

e Urief of the Soctlion stated thal he believes this tire elemend
e be veduced by nore coordlnation betwoo: elements of the i/ and
v/ om Judpet Calls and the substentiating data requested.

Ga Iha ..oh :;ﬁaiz;n!s orocedure for handiing Fleld Station Accountings

A ar
g

nongldered sifective and is elieved to bo worthy of commwnl.

s
2

G peeaipt of the Aeld 3lailon accountlng by the Mvislon, it le
Sorsardod B0 the Bulpet and fiscal Section whore the allotment nusbers
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charred are chacked, UL it ie found thal a wrong allotment has been
chargod, a change 4o made ani the correct allotment mamber 15 cited,
a copy of pulled for the obligating document, and the oripginal iz
foruarded to the Area Jesk of tho Dranch concernad for oparational
VLG, &w&d ﬂzﬁ Area Jesk gquestion sny item, a dispateh to the
field is preparad and & copy oi the dispateh is forwarded wiih the
aceounting to Flpance Jivision. o attempt s made in the JHviglon
to sudit these accountings since this function is recognized uy the
Hvigion ss being & responsibilify of Iinance Jlvision.

Personnel of the Jection esiimate that approximately 15, of the trawel
orders written required mndmnt#; me:,r stated that mopt ol heso
were nade necessary by change in dates of trawel and chanpes in 1tine

erarys [he Jivigion uses a “lequest for Travel Orders® form which

is initiated in the Dranch and forwarded to m_25x1A

m the Travel urdor 4is written (See fmv A). I SX1A

REveeTs e i B
B previous oaes subeibted on olier Ares ULViglon} & FOO0De

secdation has been made wesfeey iho funstion of preparing tewel ordars
be withdrssn from all Area Mvistons and Staff elements of the /P
and assigned t the Central Provessing Dranch. 7% iz believed that
4 form degiemed along such lines as this oné could be useds Jince

the preparation of trawvel order anendments is time gonsusting, all
clemonts of the Mviglon should be informed that 1{ is thelr responm
#ibility to rive all essential and acouwrate information on the ‘o
quast for Travwel Urders rorm before forwarding sase to the Travol

o e [ 1 orsostoy sosom o

Shief of the Admnistrative Stalff of those elemenits of the Jlvision
sl
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reqsting an wwarresiod nasber of Travel Urder Amenidments togother
with the Teasons for sane. Administrative action should then be taken
with o view towird Juepeaging the mumber of fmondments requested.
T4 wae found that there were ingtanceg where stalf employebs wWoTG Ile
proparly chargule Tt was roporied that the Chief of the Admivd oirae
tive Dtalf has baken action to have the [ chock e 25X1A
Division rayrolls o deterniie whether or not Stalf employess are
properly charged,
Ag wam founi {n all othor irsa Jivisions previously exsiined, the HEA
Wvigion ig having difficulty in estinating and ligaidating those
ol rations arising from the Hequest for Shipsont (Form Lioe 36=ii)e
Iangportation Jivigion of logistics Office, 14 states at it ls
eomploling a schedulo whoreby shipwent charges may Le estinated arud
tie Technlcal Accounting Staff of the Comptroller's 0ffice 1s working
o & procedure whereby the expondituros on the T3 Machine secoqnting
rus may be identified for llquidating thess obligations, To dails,
wwever, nelther the schedule for ssiimating obligations nor a method
for dentifving the ltquidations of these obligations have reachod
the Area Nvision level and there are therefore no accurate records
of 03 movey in toe |G e variowe drea 25x1A
dyvigiong,
fn anxlymis of the work load of the Section digclosed that one hune
dred and slxty (160) hours per month wag belng oxpended by this
Hvision perfuaming the function of preparing brawel vouchers. As
recorewnded 1n previous reports, 1t is suggested that this Tunciion
be centralized in Central Procesging (ranch of the CTA Persomeml
ifice.
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he & mslinated rinety {?ﬁ)_ hours wag expended by persormel of the -
25X1A I o o funciion of preparing Wrawdl orderse [t
is ale~ belisved that the centralization of this function in the Lene
el “rocessing SZranch shoald suwstantially redace ihe numbor of peopls
withln the frency performing this function.
1. Ceriain acticng on cables snd dispalchen o the field pertaiuing W
wieviy techrdcel finance matters have beon aesigned to Finance Ulvie
25X1A slon by CO8 -awd L June 1953, ‘These funciione haw bosn
enwwraied in repurts previcusly subrdtted on other Area Mvigions,
he Section eatimaies that IO howrs por month is conmumed by civing
concurrenes on all cables and dispatches routod thyough e dviglon.
pst of this Wme can be aitriluted o reviewing and concurring on
acbicns arising from those functionz gpecified in the above mentioned
25X1A I i conceivabls thai much of tide vork
low! can e eliminated by ~iving relessing authority to Mnance Bvie
glon on parely techrdcal financge matters shilch do noi involve Oparde
Lions. scussion on thds point with individuals in the Seelion inw
dicaled that oppopitdon o ithieg Jupgestion wag based on the following
putnha
(3} Some Xspatchos aud cables were not now thoroughly checlied for
Jacteal content by personel in iinence JAviglon welore releasing
e to the Avision Ior conguITence.
Coter Hds would appear to be a crlileisn of persoirel ulio poTe
fors curtalin dutles rather thas & cifdcizm of (he Pt

poged procedult.

Givigion teliee any acbion ol a dissallowsont sature should be
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coopdinated with néf ires RAviglorn prior to its relsage.
1) in &1l cases the Avision should be thoroughly tognizant of all
2l spatches and cables roing o the fleld,
iibamnte wers made to giress the point that the susmastion Ha ot

Jrelade any Stoms of an opersilonal nadure bub only those of a parely

25X1A weiaical fipanse nature as gpecilied In GOl - tho action on

25X1A

25X1A

Wi 1o ab present a responsitility of FMpune Ulvigion, <rom a
wely objective standpoint, it is believed that, in the interest of
spowd wnd effielency, cousi doratica sghould be glwen Lo the saprostion
of Fovine Ppanee Avision z'alaésing aathority on all purely taghw
sl Dinance Hgpatehes and cablope
3 e cter of toe||| GGG 222 ot 2lthough there
wore & ouwiber of dtems oo the July T accounting form wiich he could
vyt L entily, 1t was a conal Jorable improvesont over previous ones
ewing Stod bo him by Finance Jvision, work on tils project should be
soanbioed by e Technical Accoanting Staff of the Compirollor's Cffice.
re  Come of the ¥Meld Station Accountings now belng recelved Ly the e
wision are noby in &ll cases, indicating the proper dlotment number
i be chargod. This is an edusational mattor and the GG 25<1A
B e 0 Avialon has indtiatad acilon to correct
2oX1A o by publisting (EA AdminlsWative Circular -, sadblect: Fiseal
‘penunting for Station ixpenses, Jated 20 Jady 1953 (See fab L ).
1. 5 wwioyes sappgestion has been aubalited by the iInance UIflcer of

-

e Svlgion ag follows:

HEogtanle pethod of providing travel authority for employees afe

25X1A6a  wainy walmng oi [ 3e cblicetion is usually 13.00
ov less, hovever, the cost of proceseing individudl ordere mast
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cost the Apeney [S0400 por orderes This remedy could be spplied
4 local trovel {mileage cladtma) for local use of personal ouned
vehicles, Irocesming of 2 to 510 claims wugi vost the lfpency
closa to J100.00 {this includes the orders as wll as the voucher).”
Rtkough there sre coriain parts of thia supges
trol standpoind do ot sprosr to be feasabla, it is bolisved that it

has sufflcient merit to warrant a study to determine 1f the cosis of
procesgin; asall travel claims can be reduced, After HBecussing thie
problon with representaiives of Flnance :Mviglon, 1t is believed that
a faeility cen be established in Finance :ivision whereby cash paymonis
way be immediately made on an oworethoecounter baglee Iese peymauts
woald be for any trevel undar 525,00 in which no per dlem is inwlved,
telenhons calls snd nther riscsllanscus expenses (exclusive of entere
tatment)s This would involwe e drafting of & simplified confined
wavel Ordor and Vouchsr and a procedure vhereby the claim for relim.
araement would be gubed tted 40 Finanse JMviglon properly sigmed by
the sporopriate Approving (fficer of the Areas Xvislon concerneds

re b wes stated that there sre & nuaber of cases whereln a sequest for
sivance is made up for loss than 10, This is a cosily procedurs
and should be made the subject of study to determine whether or mob
211 are nocessary or i1 some lesa cogtly procedwe can not be devised
for hdvancos less then £10,00

3e  AIBLARICHS.

ae vrpantsationally te |GGG : <orristely 1o-25X1A
catod as a Section of tho idministrative Stalf of the Division, e
Tief of the Adtuistrative Staff is giving sdoguate sapport o the

o
T

iECRE
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cntot of e[| I :: i iworativ, however,
that the Cilef of the Advinistrative Staff continue to bring to the
attention of all elemenis of the Jivigion that all alloiments wre
made to the Chief of the Jivision, that no doguments cbligsting these
funds be releasod by ithe Avigion without the certification of tha
cef, [ TR - i socicee that funds e
avallaldse in ths alloiment charged, and thet the primary wissione of
oo [ © '~ Frevere wmal bulcots, W sipure
the Chief of the Mvision that funds allotted to him will mot be
overechlirated, end Fihance activities of an Adaimistrative 3wif
support DRRING.
“amt of the deficiencies found in 2 previous study of this Section
have been corretied and notable progross hes been made since he prew
vious report, dsted 2 Jdy 1953, was rendered.
dany of the tnadequacios which now prevent the maintaining of sccurale
Dinanctal records by the IBEA Hwviedor

caused by deliciencisg over which the frea Jivision has mo controle
These include = method of lowdating obligations ariaing from :equest
for Sdpment (Torm Jo. 36«4} and better identification of Ltems
sppoearing on the monthly T8 ascounting maching run sl tted to the
Heviglon br Finanoce Hvision, As previougly stated in thig repori,
the July T3¢ accounting machine run shows a declded lmprovesent over
those sabed tted in srlor months bat is vot yei to a place where it
can be sald that 1t s adeguate.

ROUIENIATIONS,

e

Tt in sxi':i,r("f*v, +hats

il
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1) Tnstructions be piven the GG - tve ver-25X1A
lous Area Avisions relative to procedures, types of records to
e naintained and gereral explanations regarding the R fferonce
hotwesn an allotmsnt control procadure and & property authorigie
tion control procedure of 08 and 07 funds.

(2) “ares sueh as "mudcet c2sice’, || N >~

25X1A I ;¢ spplied to those dections of the
Addnistrative Stalf of the various Area Divisions performing
badpet, fiseal, and finance funciions, OSince the torminology

DEXAA *Dudget and Fiscal Wfficers® is used in regulations [N

it 1s vecomsonded that, in the interest of standardimation, the

25X1A terivelozy GGG s twrougnout the
Area Divisions of the J0/P when reforring to these Sections,.

25X1A {3) ﬁn_ of the Adsinistrstive Stafi be required
to sontirae 1ts check periodically of the Mvision payroll to
detoralos whether or not the fisdd stalf employees ave properly
chargeds

(L} A studr bo made to determine the feasability of charging a1l
trangportation charges exclusive of those necessary for the MVee
ment of pergonal sffects apeingt ome allotment,

(3) The preparation of travel wouchars for staff employees of all ele- \
nonts of CIA be gentraliszed in the Central Processing Bramch of
the Fersonrel (ffice, CIA,

{4) The functions of preparing trawel orders be withdram lroa all
Avea Avisions and Staff elements of the /P and assigned to
the Centrsl) Procesging Mranch, This centralisation would redue
not only the mamber of amendments to travel orders now being

Approved For Release 2001/07/28 : Clop@4pF$-04718A001000320055-7
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prepared wxl thersly reduce the number of pergonnel nocssssry W
nerform $his function bul also the number of olactric typewriters
now nooded in the 1)/P oloment,

¢7) tntil such iims as recommendation (6) above be adopled and ine
smﬁ; those Divigton elements responaible for initlating a
request for trawl orders bo instructed to be as gxact ad spec-
1fie ag possible in their initisl request and therely Jecrease
the mumber of travel order asendmenic.

(£} Boloasing aathority on dispstches and cables to the fisld per.

txining to purely techrdeal finance matlers as specified in |
25X1A [ catec & dune 1953 be delegated to Chlef of Finance
| Eviglons
{9} The Comptroller’s Office in conjunction with the appropriats ele-
ment of the DY/P institute a mors effective inspection and mdid
progran whereby all Area Jivision EALEX1A
be periodieslly inspecied and sudited.

10) The elsments of the D/P and Office of the Compiroller continue
their efforts to work out a wdform method of Ldentifying oblie
potions and expendi baress

{11) A facility be estanblished in Mnance JFvislon whereby cash pay=
rents may be immdiately made on anr owvareihsecountcr baaiss
“hese paymonia to be for any travel under I25 in which no per
den is inwlved,. toleshone calls and other migoellanpous G-
sonses {exclusive of entertainment).

13123 in aderdstrative effort be mads to limit the preparation of
“eeuests for Advances for less than £10.
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{13} Ix: ordor to counsorve time md effort and eliminate confugion ab
the Avislon level, future Budret calls and the requeats for sube
stantiating data should be thoroughly coordinated betweon elements
of the D0/A and the J0/P issuing such calls Seo par@;:raﬁz}?b}‘

(1L} The present staff of six people is believed {o be adequate to pere
form the present funciions asgipned fo the Secidon, lowever, at
such tire a3 recommeniations S and & are acceptod
and ingtalled 1t is believed that the T/D can be reduced to fow.

il
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10 September 1953

MEMORANDUM FOR: Acting Deputy Director (Administration)

TIRY + Chief of Administration, DD/P

SUBJECT ¢t Survey Report of the EEA/Admi_ 25X1A

1. PROHL'M, To re-svaluate logistics type T /A positions with the NEA
Division with m view toward determining:
&. The appropriste orgenizational location for the moet economle

and effiocient performence of essentisl logistioal functions and
b. The minirum number of personnsl estimated to be required for
the performance ¢f such funotions,.

2. ASSUMPTIONS.

By That procedurss, now under development, governing the preparation,
review and suthentication of the logistioal Annex reguired as an
attachment to any project having e materiel requirement, will oreate

25X1A e workload for the || conetdorevly in excess of that

reguired under present procedures.

b, That & revised dirsotive, now in the process of coordinetion,
conceruing the preparation and proceassing of the Forecast of
Materiel Requirements, will be spproved substantially as written ifém

25X1A will eliminate the consolidation formerly performed by the |

the preparation of requisitions at {ield station level,my result

Approved £ of R8Ia R0 HH Hor EWMRDRIS 047 L) 25X1A
SECRF: kit
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3« TFACTS BEAHING ON THE PHOBLEM,

Bae

b,

O

de

€

The entire system of logistioal procedures is in the prooess of
revision and correlation with the expanded responsibilities of

the logistioce Office. These revisions, ocoupled with refineunents
being mede in Program Planning procedurss and the budget and
finance systom, will tend to place added emphasis on logistioal
oaloulations at all lavels,

The [N i = ororeting under funotions developed for

it by the Chief/NEA/Admin. The fumotions, generally, mseign the
duties being porformed. Both the Ffunotions and the astual duties
ars e combination of specialized logistical activities and general
service, administrative and housekeeping matters. See T&b/ A ok

b

There are no epproved functions for e protoyype logistical element
in an area division. Intra-divisional assignment of functions ham
been left, very generslly, to the discretion of responeible off'iceras
in the individual divisions.

The 7/0 for the Section authorizes _emo of whioh  29X9
{Clerk~Stenc) has been vacant for seversl months. See Tab C.

In addition, the equivalent of one full time employee has besn made
availsble tc the Section, plus & oanaidaruhlevgngunt of over~time,
but less the time of Section perscnnel spent on TDY in the field,
Reasonably ourrent job desoriptions are in effect for -ef the 25X9
Jobs authorized on tus '1‘/0. FHo description is available for the
sacond position in the Section, a ¢8-17 Supply Offiecer, or for the

Clerk-8tenc posltion, jobs No, B2 and 85 on the /0, BSee Tabs B 1.5,
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f. In the absence of specific work units appliceble to the several opera=-
tions performed in the Section, end any record of ectual time

spent on each, it has beenmcessary to establish arbitrary factors

and acoept such aotual counts as are available, making estimations

for the cthers. While thess faotors have no particuler significanoce
in themselves, it is believed that they will prove helpful for
comparative purposes as the survey is extended to other sres
divisiona. A compilation of the dsta collected in all divisions
should indicate questionable deviations from the norm. Sse Teb ¥,
L. piscussrow,
@+ All aspects of the Agency logistionl system are now under ‘etudy

in order to attain a tighter control and provide adequate coordimm-

tion in the preparation and processing of all related dacuments,

The situation is generally as follows:

{1} logistioal Annexes sre being prepared throughout DD/P, under
procedures which are largely cbasolete. Revisions are under
consideration which will provide for the preparstion of
detailed annex attachments to all projecta having materiel
involved and require the oamplets coordinatkon, conocurrence
and authentication of such annexes prior to release from the
&res divisions for approval by higher euthority. It is not
possible to caloulate the extent to whish such requirementa
will inorease the workload of s _ It 18 sare 2°KT1A
to assume that personnel of the Section will have to prévide

stafl assistance and guldance to the country éleh:ks acd oase

kg
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officers in the development of annexes in order to sssure

that nomenclature, stook numbers and estimations of price arse
correctly stated and that other logistical factors are given
proper aonsideration, The Seotion will then, aoting as a
division steff level logistical element, oonduct a review of
the annex for all of its logistical implications, make
adjustments if necessary to conform to poliocies and programs
of the division, and acoomplish the required soordination and
authentications necessary before the division ohef can sign~
off on the project.

(2) 4 proposed direotive is now in the process of publioation
which, if upproﬁed, will chsnge the current prooadure for
the preparation, processing, rekiew, oconsclidation and reriodic
adjustment of the semi-annual Forecest of Materiel Requirements.
The diractive will require the preparstion of the basio
Forecast at figld, cese officer or country desk lovel, based
on the sum of the materiel reflected on the projsct annexes
pertinent: to the area or country and from other aviklsble

. _in;_t"omﬁ;oéz. The foreou'tz‘ will ‘g.}:en eoms to thifxzply . ,

Seotton for“Sreview and a.dﬂxuatment' ofh plans snd op-rations"., \
The Former requirement that Poreoasts be consoclidated at
division level is eliminated, The oconsolidation will bs a

machine records operation socomplished for Logistics Offise,

25X1A

25X1A (3) have been reporduced

in tentative form and coordinated. This procedure nprovidew
for the preparation, where possible, of requisitions in

field stations, using the new supply ostalogs and priee lists
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which are now being developed and distributed. This new
routine should result in some de:rease in the number of requisi~
tions which must be prepared in the | NEGTGNG 25X1A
(4) In summation, the proposed prooedures for the preparation
of logistios Annexes will tend to inorease the workload of the
Section because of the demand for complete detail and prieing;
the proposed procedure for the proparation and processing of
Forscasts of Materiel Requirements will sharply reduce the
workload becauee of the preparation of the Forecasts by
the field station or country branch and the appliostion of
machine recorde teshalques to the consolidation of the date;
end the new field supply procedures will redusce ths present
workload by Pequiring the preparation of some requisitions in
the field,
bs The concept under which 'hha_ REA, is being opeut‘35x1 A
does not place the proper emphesis on the importence of the
logistical aspecta of the division's mission. Tightening budgets
and the sttention now being fooused on improved computetions and mo-
countings will foros the development of more compreheneive end realistie
materiel computations, from thi inception of & proposed projeoct
and ite logistics annex, through the compiling and review of
materiel forecasts, and the roquisitioning of the asotusl supplias
and materiel., The staff logistical perscnnel in the ares
divieions certainly are operating in & specielized field and should
be recognised as such throughout the division. This steture
cannot be atteined if they are assigned activities of a house~-

keeping character, s in this division, Furthermore, the expenditure
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of 80% of the time of GS5~12 spesialized employees, estimated teo
be the case im this Division (204 esch for two men}, on these
gemeral servioe-housekeeping aotivities cannot be justified,
25X1A oo The T/0 of the || a2 thorizses five positions. These
ars detailed on Tab €. The position of Glarb&’cuno. @3~5, has
been veocant through all of 1953, Overtime is sstimated to have averaged
i hours per week, 2<he sguivalent of one full time person has been
aveilable to the Section through the use of approximatasly 3/ of the
25X1A6a timo of & Szt. sasigned to the [l rroject but physically locatel
in the Section, plus the services of transient personnel who are, from
time to time, loomted in the Section. Approximetely 3/4 of the time
of one person will bs lost to the Section during the last half of
this year due to overseas TDY - sighteen weeks estimated TDY
out of twenty-six weeks. Slightly more than the time of one
employee 1s eatimated to be used in the performance of general
service-housekseping type motivities, BSee Tab E for calculation
of the msnhours expended and the breskdown, by grade, of the hours
spent on other than logistioal dutiee,
de. Three reascnsbly surrent jJob descriptions are of record., There
appear to be no descriptions for two of the positlons muthoriszed on
the T/0 - BE~82 Supply Officer, GS~12; and BE-85 Clerk-Stenc, GS~5.
The desoriptions that exist ere relatively factusl as 1o areas of
responsibility and sctual duties. They include statements concerning
the general services-housekeeping activities inoludad with those
pertinent to the specialiged logistical responsibilities. 8ee
Tabs £ 1 through 5.
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% in order to determine the workload of the Zection, it waa neCCSIRry
to establish a list of the activities being carried on in the
Section., An evaluation of these sotivities indicated that they fall
into three cmfegariea, 1) those whioh belony, properly delineated,
to a logiatical unit, 2} +those of a simple service natbwe (which
should be reduced to = minimum) and 3) those whish, it appears, ocould
bte dropped because they are dupliocations or are no longer nscessary.
These sotivities, with explanetory notcs where required, are as

follows:

logistions Type Activities

{1) a) asesipt country desks end case officers in the praparation

of Logistics Annexes to projects or programs, and b} the

stalf review, coordination and authentioation required at

division level prior o release for PRC approval,

Hote: Annexes, to the extent that any have besn Frepared, were
formerly developed by the division functional ataffs,
This responsibility has recently besn given to the Bupply
Section and they are now assisting in the development of

the annexes and are performing the staff level review and

coordination,
() 8) Assist diviedon and field elements in the preparation of
Forecmsts of Materiel Requirements end b) the division staff
level review, adjustments for conformance %o polioy and pragr5%13“

P —
ohangea,Aaoordination and authsntiention{naceas&ri)prior to re-
lesse to lLogistios 0ffice,

7
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[7.

Wote; Ime to the pecularities of this area and the faot that
25X9A2 there ara_ having an average of less than
25X9A2 I 551 gnod, the foregoing activity will be

conducted almost fully in the |G -coriinasxsg
with the appropriate country branch and osse officer.

(3) Prepure requisitions and requests for shipment, review ade-
gquacy of requisitions prepared inm the field, follow-up with
logistios Office to mesure timely dellvery, and make the dis~
tribution of information coples of requisitions and VSD's.

{4} a) Provess reguests for special or racurring reports, b) coor-
dination to sssure accomplishment on the part of the appropriate
field or headquarters element, and o) division staff level re~
view and release to requesting offics.

Note: At the present time there is no requirement for recurring
raporﬁa - with the exception of & monthly report on the
progress of one sgpecific project. Thore will be & need
for this report for a few months and it will then be
disoontinued. However, it may be expected that the lLogis-
tios 0ffioe, operating under a clossly controlled supply
procedure, may require certain recurring reports from
the field and headquarters olements and action thereon
should be correlated snd coordinated by the Supply Section
f'or the NEA ares.

(5) PFrepare or assist in the preparation of epecial routing, packaging
and shipping instructions and plan channels for the movement of

materiel to field stations.

h
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(6)

(7
(8)

{9)

{10}

{:i)

(12)

{13}

Coordinate requests {nd initiate aotion to obtain furnishinge

for overssas housing space to bs ccoupied by Agency personnel,

¥aintain records of safe house locations in the overseas srea.

Cooperate, tc the extent requeated, in the development of ocon-

sumption and supply fsctors, etock levels and T/B's and A's.

Wote: This should be a minor detail aince the primary respon-
#ibAlity for such factors rests with the Loglistiocs Office
sod the Senior Steffa.

Muintain liaison with the Logictice Office, Meldlcsl, Cowmo., 8B,

Senioe Slafle, other ares divieions and others on Lopisties oatters

ol Cougonr coneorn.

Act, to ¢lesr up problams in the ghirsemt of perdonal effects and

gsrivate sutoaoblles.

Hote: 'The arrvengements Ilnclident to the hmm,t of DOTBONAL
sifecks svre the responsibil '%:,;;“’?he Buh 1,§r Sectlion ‘b“‘""?“‘
will enter the pleture only in sroblem ensez,

Paga on the requasis for vehleles s adminfetrative and quasi-

officiel, =8 to Justiflcstion for purchese or disnosal, ityve o

be ysed, end similer factors, and vrepsre yeguests on the Logls-

tics Office for action.

Hote: The fmtter of vehlecles for field szervice is discussed
¢lecwbere In this atudy.

Hointaln registere, logs and Filea directly vertinent to the

sbove functlons.

Aerdnistretive -Housekeeoing Activitice

&ryenge for division space, furnishings and telerhone servies

and plan moves and nrraenge for movine crews.
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{1h) Assign parking spaces sllocabed for FEA headquarters personnsl.

{15} Coordinate all #vision requests for mprm}uctiw/ and prepars
nocessary requasts for such service.

{18} Act a3 coordinating point for sll dvision domands on the
Batidine Jervice Mficer and followean o see that necessary
service iz rendered,

{17} Hacelve and consolidate &1l book and pericdicl vequivemsnts

.

for headouarters and the fleld, prepare nocessary order forng,
accomplish the actus)l delivery in some instamces, servise conw
plaints on nonwdelivory, and maintain records of books ehafgad
oub within the #vieion on a losn basis.

{18) Servics all division requests for maps, charts, piotures,
elc.

{17} Coordinate all zeoquests for machine and typewrlier repalr
gorvice and arrangs for accompligiveant,

{20} Obiain, sort and pack for dispatching, items of publications,
sterile paper and I'ommg, adeinistretive liemg and other da-
patchable itens reculiar o the Agencye

{21) #aintatin a stock of cameras, porisble {ypewriters, twrlef cases,
etta, for issue o travelers going overseas, and keep menole
andun recelipis wiere anpropriats.
dote: Tt ieg stated thal mrangesents are in procass to turn

thils activity to the Bdliding Jupply Ufficer and that
thig activity should cease in the wery imwediate future.

{22) ¥aintuin, service and, in some cases, operate, a central re-
production wﬁﬁéa { Autostat Instant Copy machine) for division
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doter dhis service an unnecessary duplication and should
e discontinued., Dupllcating mechines are maintasined
and geyvieced on Room 2027 J for the use of any division
25X1A personnel who wish to po there and use the equipmant.,
£, 2 mviston Balletin [atec 16 septenbor 1952, states the
sasotions of the three Sootlons of the Admin, Staff and, for the
Sapply Seelion, says "™will be respongible for ihe ageonpld ahment
of all actions necessary te provide supplies and services for pers
sormel and sctivitles within the EA Mvision's responsivility
to include”, and liste nine activities ¥ uhich the Sestlon will
neriorm, ineluding “procurement of supplies and squzipment, ship-
ping and transportation, real estale procurcment, automoblles”s
i statement 1s over written, Tnierpretad literally, the Sec-
2 on would be responsible for *the accomplishment of all sctlons”
havin: to do with suppliies, equipment and real estatey from the
insepiion of an idem involving materiel, a1l staff and opera-
tional planning, the nocessary loglstical caleulations, the DI
curemsnt, contracting, storage, ilssua, stock accounting, packing,
ghipping, ete., antil the muteriel wag in the hands of the uzing
omerator, ‘his is obviously not true. the Section has an 4 1l
poptant part in the supply system and this part should be clearly
alineated in the functional statements and in the job descriptions
oi the personnel who are to perform the functions, Lenerally,
the Section is rosponsible do assure that staff and operational
slanming, as 1t effects planning for materiel, iz in congonance
with currect siivations, probaiilities and posaibili ties; to
11
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mrovide staff lewsl scsistance and guidance in the logistical
aspects of #ll materiel caleulations and compllations within the
Hvisiony to correlate the activiiies required within the JAvie
gion in the developmenit and preparation of such loglistical dogu~-
monts as the M'harial annoxes to programs and projscis, forecasts,
rocureing and specizl reports concerning lopgistical end supply
=atiere; to provide a staif level review of all such docunonts
to azswre their correlation with other prujects and prograug of
the Jivision and $o provide or obtain the necessary CONCUTTBRCOS,
coordinations and authentications negessary prior itc sign-off by
Gfukhy to recelive requests from the operating elemants of the
sivigion and the fleld statiovns for materlsl and eguipment, asgare
that suek sateriel is within the scope of asalhorized projecsts
mx&i prograng, is obial:sable, suitable ,'wc,, and to prepare the
approprizie mquis;%.ﬁans and ghdpping instructions; to followup
uin vequisitions to assure timely dellvery; and to perform other
duties of & lmjj.st&eai nature incident to any of the foregolng
Laskise _
25X1A
ge n sddition to the Ltonsg menticned above, lletin -nmrgaa
e Joction with responsitdlily for adeind stretive-rereral service-
b;ass},;isnpmgg e of activiiles, €.gs, office gpace nnd services,
rarking facilities, maintenance, physical securiiy, misc. services.
Gthers in hls same calegory have either beer added or assumod.
1L is concmded that a minimum avound of such activiiles rmast be
carrted on 4f the Mvision is to function smwothlys However, in
Few of the discusalon In paragraphe Lieb, hec and Lef sbove, it
wrild appear that all rosponsibilities of this nature should be
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taken away fron ’&w—md assizned to & clark of 25X1A
appropriate title and prade attathed directly #o the offfce of
the Chlef/Admin,, leaving the [ e to sssome the 25X1A
stabure of a staff lsvel uni{ performiog in a specialized fleld,
and for walch commensurate prades have besn allocatad, the oxe
penditure of 505 of the time of g GS-12 smployee on such activities
can ot be justified, Further, the performance of these low level
activities deiracts from the standing whilch staff speciallists
ghould agsuw and for which they are peld.

he & gurvey of three of the seven arsa divisions indicates that there
is o uwniformidy in the matier of wehicle records. Ume divisgion
naintained no records within its offices toncerning wehiclos -
depending sntirely on logistics UIfice records, the second kept
& vory extensive rocord system, and the third (HBA) has vhat i
probably nemr 8 minimen records gysiem. In each dlvigion i
appears that there 1s a lack of any simple, adequats procedure
whereby information on the status of vehicles in the owrssas
aresag is provided in such manner that the desells may be picked
un by the proper office of record, Funtiional responsibility for
spproving the purchase or disposal of & wehicle and for maintedning
titles o dll whicles is vwestad in the loglstics Office. It
follows that Isgleties Office would be regponsible to maintein the
official vel¥icle records and has, lu fact, sstablished sush records.
fhese have been correlaied with the records of the area divisions
{at least in the thres ingtances cited) snd adjusted accordingly.
iorigtice Office has stated that 14 is in s position to provide

13
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the area }visions with periodic and/or special reporis giving
all pertinent information concerring the wvehicles in ary gilven
area, with one exception. T4 appears, hovaver, thal logistics
Gffice 1s now securing the information for its records from the

game unsatiafactory channels available o the area Mvisdons,
he matter Ls further complicated by the fact that all wehicles

25X1C4e
25X1C
There appoars to be no adequate provigion for
getting information concerning thw iransfer of these wehicles as
o5Y1C personnel come and go or ag thelr duties change and the vebicles

are transferred o now [roere. Provided the logistics
Uffice con obiain reasonably current informetion concerping vehicles
and 18 in s position to rendsr periodic reports to the area divie
gions showing the pertinent data on each wehicle in the area; then
the keeping sf suoh records in the area divisions 1s a duplication
and should be dscontinued., The periodic report would provide
a handy dosk reference for the solution of day to dsy questions
conoerning vehicles. Again, either the DD/P or Logisties Office
should develop a procedurs which can assure that pertinent and
timely data resches the office of record, This survey will recome
mend that the keeping of vehicle records be M scontimed in the
arga division and that the loglsfics Office be cslled upon 1o pProw
vide sccurale and adequate periodic reportis for use in the ares
25X1A divizion ||| NG
1s 7n the absence of established workload factors, historical data
concerning the distribution of manhours expended, and approved
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standard tiwme allowances applicable to the factors, it is necessary
to base Judpement concerning T/ O requiresents on observation,
esiimations, the caleulatsd impact of forthcoming procedures, and
posaible savings in effort as a result of the elimination of core
tain activities, Dased on this approach, and assuring that the
separation of the specialived and housskeeping activiiles dis-
cugsed in paragraph li-e sbove will be accomplished and that
activities so indlcated will be dacontinued, it sppears that the
25X1A /2 of the K ss° ™ ¢) sey be adjusted as follows:
(1) Trausfer to the T/0 for Chief/Admin,/tiA:
1 Fogition Supply Clerk (Urade tc be sppropriate to the
admind girati ve-general service - housekeeping activities

recommendsd for transfer to that office)

{2) Establish the T/0 for t.hs_ 25X1A

25X1A

Soter This study s mot concorned with grades end titles,
flowaver, the matter of grade structure is important
and 18 pertiment to this study. 'the Chiel and the
first Supply Officer must perform at approximately the
sazme level in the speclialized logletics fisld and should
held reasonable comparable prades. n the present
structure the range ig GS«l3, (5«12, G35, GS=7 and
Steno GS«5 which would sppear to provide a well balenced

i3
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stalff., Oither the (S«9 or G537 position ahould be
swransgferrved to the G/Admin as noted aboves
je Oiven the sbowe T/ adjustment and being reliewed of the activities

recommended for transfer to the C/Adin,, the |NEG-s25%A
e mble t0 assame 1ts £full respongitility without the need for
over-time or assistaence from outalde persomnel. The nead for the
gorvices of the Syt presently assigned to the HNJEEN project 29X1AGa
ghould be mevieweds Ib is stated thal this man is available to

25X1A the [N/ toe of his time. If only 1/ith of his time
is required on his asgigmment, it would sppewr that whatovor duties
he has in eonmection with the project could e performed olse-
whore. IUATHER, estimations provided this analyst indicate that
one half of the time of one man is spent attending meetings and
conferences and that three fourths of the tlme of ome man will
be spent contiruously during the last six wonths of this year on
73¥ travel overseas., e necessliy for these Yoff the job! de-
munds should be eriflcally reviewed for their Justification, “dven
the key persormel of the Section on duty in thelr office it would
be possible to reduce the T/0 by one position - possidly the Clerke
Tpist, lsaving the typing dutles, as at present, with the Admire
istrative Asmistant,

25X1A ke E&m_miz}ﬁaina contact with the Office of logistics
through a Coordinator gopointed by that Offige, This arrangement
appears to be fully satiafactory. There is considerable drect
contact by the Coordinator with the lower schelons of the divie
gion end by the Seciion with individusls in the Office of Logise
tics, However, this seems 1o be matunlly satisfactory to the

Approved For Release 2001/07/28 : CIA-RR£78-04718A001000320055-7

SECRET



25X1A

SECRET

Approved For Release 2001/07/28 : QJWR&}EQ@1 8A001000320055-7

soetion and the cwm{:atm' and each keape the other adviged of
sach contacts. ‘he Coordinator serves a very useful purposs and,
in & dscusylon with this exsminer, he indlecated that he was =
eeiving excallent cooperation and had no immediate problews &0
far as the section was voncernsd,

1. Tnformation pathered in the conduct of this survey indicates that
2 vecr i tating, on & crash basls, practi-
cally all the detailed logistical ealeulations in connection with
recent materiel forecasts and some budget Justifications tecause
of the fact that adequate loglstics annexes were not prepared by
the Country Desks, Case Officers, and field stations %o provide
justification for their programs and projects ai the time they
were initlially submitted for spproval.

S CORCLUSTONS.

8. It is not pomsible to determine exacily the impact of forthe
coming logistical procedires; howevor, a review of proposed dirégi( 1A
tives seems to indicate that the workload of thell N
in loplstical matters, will not be greater than under present
procadures.

bs Tn order to place the correct emphasis on the Avislonts logiae
tical responstibilities, and to give stature to the unit which must
perform in this specialiszed field at dlvision ataflf level, all
reneral service, housekeeping and miscellanncus activitiss should
ve removed from the |GGG 25X1A

¢. The present sctivities of the Supply Jeotion should be assipgned,
transferred or dssontinued ag mttlinéd in paragraph Lieo.

i7
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<
4. "he present functional statement for the N ='0u14¢ ¥ 25X1A

withdraun and the loplstical responsibilities of the Section should
- 25X1A

be claarly defined in a new stammﬁtu

38X1A
25X1A

., éotion showld bé taken o prepare correct Job descripilons for all
25X1A of e [ TG i o0e-

e ‘e clerical workload of ﬂw_umar pregent condi= 25x1A
tions can be reduced by the transfer and discontinuance of antivitias
Ji gougsed above and the dsposition of all registers, card systems,
£iles and work papers incident thereto., The registers, logs, and
files necossary in a Section having purely stalf loglsiical respon
sikility need not be extensive,

fie HECOMMENDATIORS,

a, That activities which are duplications or may be dispenssd with,
as #ecusged in paragrarh L€, be discontinued and incidental
machines, equipment, filed material, oic., be digposed of.,

b, Thabt the admiristrativo-general service-housekeeping typs activities,
now being performed in the Supply Section and deseribed in paragraph
4-€ , be tronsferred to the office of the Chiof/Admin., together
with any ingldental files snd equipment.

c. That the functional statements under which the [ . s 25%1A
operating be withdrawn and that a new statement of funetions ba
s ssued which w11l delincate the Section's responsibilities as the

ApprovedsEef Rdlewsd 180:1/0%128: : GrAtRDNRT diva 78R e M1D0320055-7
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de That one position be transferred from tﬁ_i‘fﬁf to  25X1A

the Chief/Admin./isAd to sssume the activitles transferred to that
office, as recommended in paragrgh Gub abovo.

6. That C/Admin./"EA review the demands for attendance ah meetings and
vonferencos ( astimatéd at half of the time of ons man}, and for

25X1A
overseas ¥ (spbinated to equal thres fourths of one mants tine

for the last atx months of this year) on the part of s
personnel. Iarther, upon completion of the presently plamned T0Y
(aathorized in counection with the installation of revised field
sunply procedares), that consideration be glven o & reduction of
one position in the T/ » possibly that of Clerk-Stenc, and al lowing
the steno-iyplng duties; as at presentto be absorbed by the Aduin.
Agste

£, That the keeping of vehicle records in thel > & s-25X1A
continued and that Ioglatics Office be called upon to provide
adequate dats on periodic reports to provide the [N 25<1A
with working information on which to Jecide day fo day questlons
relative to vehicles.

T« CHORGIHATION.
25X1A%9a

Hanagement Dxsxiner
THOHNTCAL ANVISOR:

cifice of lopistics Hepresontative: 25X1A9a

Tnspection and beview iRelc g
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Sacy 2 Information

AVPRUVED: '

25X1A9a |
Aagt. Management Officer, /A
{¥or the Clandestine Services)

Yoy Lig Peel
},%mw;}{.’!ﬁﬁ afficer Y QQ/ A

Stbachmente:

A ¥hru ©
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